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Welcome
vendor e-catal og support

Overview:
This site will walk you through the steps necessary to use the Electronic Catalog Procurement System.

As a participating vendor using the E-Catalog Procurement System, you have electronic access to purchase
orders received from authorized e-catalog shoppers. You can review, fill, and ship orders

on-line, with the added advantage of being able to track the receipt of your shipment to your

customer's location.

You can login to the live E-Catalog Procurement System at anytime by clicking on the "E-CATALOG SITE" button.
To navigate through the E-Catalog Support Site, click on the "NEXT STEP" and "PREVIOUS STEP" buttons.

To view sample screen shots of the information outlined in the E-Catalog Support Site, click on the "VIEW
SAMPLE PAGE" button.

To download a PDF file of the E-Catalog Support Information, click on the "DOWNLOAD MANUAL" button.

Next Step:
Login to the E-Catalog Procurement System.

Vendor Login

vendor e-catal og support

Overview:

To access the E-Catalog Procurement System, the vendor is required to login using the authorized
UserlD and Password provided by the System Administrator.

Steps to Login:
1. Enter your UserlD and Password in the boxes provided.

2. Click the "LOGIN" button.
An introduction screen will be displayed.

Next Step:
Review the purchase orders.
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Review Orders
vendor e-catal og support

Overview:

This section of the E-Catalog Procurement System allows the vendor to review purchase orders sent on-line by
authorized e-catalog shoppers.

Steps to Review Orders:

1. Select “REVIEW ORDERS” from the menu bar.
The "Order Processing" screen will be displayed.

2. Expand a folder by clicking on the "+" sign.
A list of purchase orders will be displayed.

3. Expand the purchase order by clicking on the "+" sign.
The status of the purchase order will be displayed in the drop down box.

Next Step:
Fill the purchase orders.

Fill Orders

vendor e-catal og support

Overview:

This section of the E-Catalog Procurement System allows the vendor to fill purchase orders sent on-line by
authorized e-catalog shoppers.

Steps to Fill Orders:

1. Select “FILL ORDER” from the drop down status box.
The purchase order will be displayed.

2. Click on the "SUBMIT & RETURN" button.
A new line “Complete Shipment” will appear for the purchase order and “Filled” will now be displayed in
the drop down status box.

Next Step:
Ship the products.
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Ship Orders

vendor e-catal og support

Overview:

This section of the E-Catalog Procurement System allows the vendor to ship products requested via purchase
orders sent on-line by authorized e-catalog shoppers.

Steps to Fill Orders:

1. Select “SHIP” from the drop down status box.
A new line "Awaiting Receipt of Shipment" will appear for the purchase order. "Shipped" will
now be displayed in the drop down status box.

Next Step:
You have reached the END of the Vendor E-Catalog Support Site.
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Sample Pages

vendor e-catal og support
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Welcome
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Place New Ordor
Search Catalog
Review Orders
Change Profile
Your Feedback
Help? LOG OFF

User [D.,

Password..

IE ywou are a first time vser, Click Here, to register en-line,
IE you forgot your UserID) or Password, contact wowr Administrator

Note: This site iz best used with Nelscape 4.0 or higher, Microzoft 4.0 or higher. You must have Javascripl, session cookies
turned on and vour brovweer minst check_for the latest version af each page in order to uge thiz svatem. Cantact your ovstem
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Login: Steps 1 & 2
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— PublfcBuy. Net

Review Ordars
Help? LOG OFF

Use the memu above to:

Rewview Orders - Process orders, approvals, receiving and payments
Your Feedback - Send us yowr comments
Helz - Link to on-Tine help

Login: Step 2 continued

— FPublicBuy.Net
eccsi Ravi d
vendor AN
Sysiem
Order Processing
JACKIE DAMIELS (1648) of TIBH
Viaw Document Amount s Status/ Transaction Date

Aciions

=-] Conlract Purchases (11)

These pages nre Copymght 1926-2000 by letPurchasing, me. Al nghts es erved! Any guestions or
requests for information should be referred to webmasten@ecos com.
Wednesdny, Februnry 02, 2000

Review Order: Step 1
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eccsi Ravi ord
aview raers
;ey:f:; Help? LOG OFF

Order Processing
JACKIE DANIELS (1648) of TIBH

View Document Amounl Hms StatusiActions Transaciion

Date

zi-=y Contract Purchases (11}
o E [ 143301. State of Texas §88.00 1 Created Sat, “35-";":]:'2
{01 Ship To Primary Address 38500 1 |ssued Sat, 'IEB.":T‘;“HE
Shipment Release Issued §s8.00 1 Sat, 10/7/00
3:38a
O B[ 143001. State of Texas #1280 3 Created Thu, 1'!;;-*25
r HTY 449AM Riato of Tovac $12510 3 Croated Thu: 10/5/00

Review Order: Steps 2 & 3

— PublicBuy.Net
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;eygf:,; Help? LOG OFF

Order Processing
JACKIE DANIELS (1648) of TIBH

Transaction

View BDocument Amounl Nms StatusfActions Uate
=-23 Contract Purchases (11}

] B[] 143301. State of Texas $88.00 1 Created Sat, ng:?i "gg
{01 Ship To Primary Address §88.00 1 Issued Sat, 'IEB.":T‘;“HE

Shipment Release Issued §88.00 1 Sat, 10/7/00

O B[] 143001. State of Texas $128.10 3 Croated Thu, 1'!&‘25
r HTY 447N Riato of Tovac $12510 3 Croated Thu: 10/5/00

Fill Order: Step 1
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eccsi Revi ord
Vendor eview Craers
TIBH Shipping Notice | SUBMITARETURN |
300 HIGHLAND MALL BLVD.
SUITE 302 Tracking C2000-14331.011
AUSTIN, TX 78752 Number
USA Shippi o

http://test.st.tx. publicbuy.net

Customer Email m.sacks@upublicbuy.net
Order Date 10/7/2000

Phone: 512 Vendor ID

Fax: 5124510824
Bill To: Ship To:
TIEH Purchaser]-ms TIBH Purchaserl-ms
State of Texas State of Texas
12 Main Street 12 Main Street
Austin, TX 12345-6789 Austin, TH 12345-6789
USA TSA
Phone: 555-111-1234 Phone: 555-111-1234
Fax: 555-111-5678 Fax 555-111-5678
E-mail: m sacks@publicbuy net E-mail m sacks@publicbuy.net

Alternate P.O. #
Doc. Reference Shipment Belease Issued
Order Status SHP Sent by Purchaser
Special Instructions
Item Code Description Unit Quantity | UL Line
Price Total
615-21-03-002 * |POLY COTTON COVERMWHITE
* FOR 3' CUSHION 440 20| EA 88.00
Cmts/Accts: | Prvt: L1 Ship: [20 EA |[s800
New Saved
Sub Total: [e800 8800
Grand Total: [e800 88.00
[ suBMIT 8 RETURN |
Terms & Conditions can be found at .
Copright ® 2000 i Purchiasing
Fill Order: Steps 1 continued & 2
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Review Orders
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Fill Order: Step 2 continued
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Ship Order: Step 1
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Ship Order: Step 1 continued
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